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DIABETIC RETINAL SCREENING
Royal United Hospital

Combe Park

Bath 

BA1 3NG

Tel 01225 824115

Fax 01225 825932

Email retinal.screening@ruh-bath.swest.nhs.uk
2nd April 2007
To all Administrators for Diabetic Retinal Screening clinics 
Over the last few months we have noticed a change in administrators for Retinal Screening and a change in working practices at a number of the surgeries. We would therefore like to take this opportunity to remind everyone of our requirements for running a clinic and what we require you to send us:
· A clinic list of patients including date of birth and NHS number should be faxed or sent to the Retinal Screening office at least 2 weeks before the clinic date and an updated list, if alterations have been made, can be sent nearer the time.  
* If the administrative person who would normally do this is away/ill could you please make sure that there is someone else who is able to send the list. 

· Clinic times are:  09.00 – 11.50  Morning session*
 13.30 – 15.50  Afternoon session*
 * Please note that these times may vary if you have an all day session.

· For a morning session there should be no more than 16 patients plus an additional 2 patients only if they have been recalled for a 6 month rephoto.
· For an afternoon session there should be no more then 14 patients plus an additional 2 patients only if they have been recalled for a 6 month rephoto.
· There should be no more then 2 patients to every 20 minute appointment time or 1 patient to every 10 minute appointment time.
· Ideally there should be no more then 3 new patients per session (unless you are a new surgery which we are attending).

· If you have patients attending who are in a wheelchair please allow a double appointment at the end of a session, especially if the screening is taking place in the van.
· Please ensure that ALL patients are aware, even if they have previously attended retinal screening, that dilatory drops will be used and that they should NOT drive for about 2 hours afterwards.

· Please DO NOT INCLUDE patients who are attending a hospital eye department specifically for Diabetic Retinopathy/Maculopathy.

The clinic times and number of patients per session have been set to allow the screening technicians adequate time to get to your surgery, allowing time for traffic problems and to set up the equipment on arrival.  It also allows time for packing up the equipment and either travelling to another surgery in the afternoon, with time for a lunch break, or for getting back to the RUH at a reasonable time at the end of the day.  
Therefore, would all surgeries please adhere to these requirements to enable our screening technicians to delivery a high quality service to your surgery and to the patient.

We are enclosing copies of the following documents for your use if you have no adequate alternatives:
Patient appointment letter (which we recommend you use but is not obligatory)

A screening information leaflet’s to be sent to all new patients.
Copies of patient screening appointment lists for morning and afternoon sessions.

Yours sincerely

Chistine Wrintmore

Retinal Screening Unit
